\ 

DOCUHEHT RESCUE 



ED 109 397 



CE OOU 231 



AOTHOE 
TITLR 



INSTITUTION 
SPONS AGENCY 

PDB DATE 
NOTE 

EDBS PRICE 
DESCRIPTORS 



IDENTJFIESS 



Hepfyr Rosa Anne 

Foilow-Up Study of Vocationral Office Education 
Graduates of Springfield [ Tennessee] -High School: 
Final Report. 

Robertson County Schools^ Springfield^ Tenn, • . 

Tennessee Oniv,, Knoxville. Occupational Reseaifch and 
Development Coordinating Unit. 
15 Aug 74 . 
41p. 

MF-$0.76 HC-$1.95 PLUS POSTAGE 

Educational Research; Employee Attitudes; *Employer 
Attitudes; Followup Studies; Graduate' Surveys; 
♦Office Occupations Education; *Program ^Evaluation; ^ 
Ques^tionnaires; Relevance (Education) ; *Student 
Attitude^; Student Evaluation; Tables (Data); 
♦ Voca'tional Education 
Employer Surveys; Tennessee 



ABSTRACT 

- The objectives of the study were: €o survey the 1970 
through 1973 graduate's of the Springfield High School Vocational 
Office Education program to determine the specific tasks they 
performed on their jobs, the skills and knowledges required, and the * 
education and training' needed ; to survey employers qf these graduates 
for the ^purpose of identifying weaknesses and, deficiencies in skills^ 
knowledges, and attitudes; to evaluate the utilization of vocational 
-office education training received at Springfield Hig^h School; 'and to 
evalu'ate^ findings of the project and make recommendations for 
consid-eration in curriculum planning. Fitty-one of ^e 106 students 
(60 percent) responded to the mailed guestionnaires,/ Forty-two of the 
51 employers (82 p^rc^nt) respond^ to the guestionilaires either 
through an interview or the mail. (Tabulated data are. included.) The 
conclusions indicate high ratings of the program by tpe graduates and 
that the majority of thfe graduates . were employed in occupations 
directly -related to their high^ school vocational office education 
training. Employers rated -the overall jorb performance of the 
graduates as very .good. Recommen^tions stressed the continuation of 
program evaluation, further followup studies, further communication 
with business, and improvement of specific areas of training. 
Questionnaire forms and correspondence are appended. (Author/JB) 
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August 15, 197,4 



Dr. Bdwln E. Laxnberth 
Regional Research and 

Development Coor^nator 
Researdi Qoordinatiig Unit 
Building 307, 11th Avenue 
Smyrna, Tennessee 37167 

Dear Dr. Lantoerth: 

The enclosed documelit constitutes an effort to follow-up the "1970 
through 1973 graduates, of the Vocational Office Education program at 
Springfield High, Schools I hope that the J.nfonaation contained herein 
meets with ycur approval ^N 

Bae L*ini-Grant' expenses incurred while researching this study were: ^ 

• Proposed Expended 

Persoimel $280*00 $191.50 

Travel 40.00 37.20 

Supplies and Materials 80.00 113.72 , 

Coffimui;iications 100.00 157.58 

Total- ' $500.00 $500.00 

If there are any questions regarding this matter, ^please do not hesitate 
to contact me. ' 

* Sincerely, * 

«. ' . Mrs. Posa Arme Henry 

VOE Instructor 



PREFACE 

Strong communication between the school. and the business coniminit^ 
is essential for an effective Vocational Office Education program. A 
follow-up study of VOE graduates shotald strengthen the commmication 
process. ^ ^ 

Oftie writer wishes to thank the following persons and org2uiization8 

for their ^contributions to this study: - ♦ 

QSie 1973 and 1974 senior VOE students for typewriting/ dupli- 
cating, and clerical work 



/•--Mrs. Nell Murphy for her dilige 
interviewing employers and grad' 



priflff 



fort in contacting and 



Mr. Joe L. Morris, Principal, Spriiljfield High SWiool, and 

Mr* W. H. Howse, Superintendent, Robertson County Schools , for 
their cooperation with the study 

Ttxe Tennessee Research Coordinating Unit and the Tennessee 

Division of Vocational -Technitral Education for fxmding the 
project 

^--^ ^ 

i * - . 

Dr. Edwin E. Lajnberth,. RCU Research and Develo^aaent Coordi- 
nator, for ihvctluable assistance in planning and executing 
the study 

—-Mr. Rich2u:d E. Davis, Specialist in VOE, for his interest 
in and encouragement of the project . , '^^V^ 

Hie memberlB of the Springfield High SchooJ^Business ficulty 

for their cooperation and encouragement 

TSie VOE graduates and en^loyers for their sincere responses 

to the questionnaires and interviews. 
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ABSTRACT 



The objectives , of the stu^ were: (1) To survey the 1970 through 

1973 graduates. of the Springfield High School Vocational Office Education 

program to determine, the specific tasks they perforfoed on their jobs, the 

skills and knowledges required, and education and training needed; (2) To 

survey 'employers of these graduates for the purpose of identifying weak- 

nesses and deficiencies in skills, knowledges, and attitudes; (3) To 

evaluate the utilization of vocational office education training received 

at Springfield High ScJhool; and (4> To evaluate findings. of the project 

^d make recommendations for consideration in cvirricul\2m planning.^ 

An introductory letter with a questionnaire was sent to each of the 
» 

106 graduates for the four-year period* If there was no response from' the 
graduate witl\in four weeks, a follow-up phone call or letter was utilized. 
Eighty-five graduates, or 8(5 perdent, returned usable questionnaires. 

After the graduate replied th^tt she was currently engaged in office 
work, a letter explaining the study and requesting the coirpletJ.on of a 
questionnaire was personally delivered or mailfed to her employer. The 
en^loyer answered the questionnaire Suririg an interview with the follow- 
up staff member or mailed the information to the ,rese2trchei:« Pollow-u^ 
visits and phone ccdls were made if the questionnaire was not returned 
withia three weeks. Fifty-one employer^; werd .contacted/ and for^-two 
or 82 percent, con^leted the qvestionnsdre . 



Fifty -one, or 60 percent, of the graduates who responded y<|jSB 
presently employed in^ office work related to tfieir VOE training 



A 



or 9 percent, of those responding were employed in work not dlre| :ly 
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Eight, 



\ 



related to their VOE training; seven, or 8 percent, were attending college 
with five, or 6 percent, majoring in business and two r or 2 percent pursu- 
ing other majors. Six of the graduates, or 7 percent, were, seeking eii5)loy- 
ment; and thirteen, or 15 percent, indicated that they were not interested 
in employment at the present time. Five of the, thirteen who indicated that 
they were 'currently not interested in employment had previously held office 
jobs for .an averse of 1.65 years. The chief reasons^ 'given for not''hetn^'^\ 
interested in employment were marriage and pregnancy. . / . 

Thirty -seven, or 72 percent, of the 5l graduates presently en5)loyed 
in office work felt that the business and VOE traifiing they^received in 
J^igh school adequately prepared them for their first jobs; and only six^ 
or 12 percenj^ felt that the training did not adequately prepare them. 
Four,|tor 9 percent, Said that the training partially prepared t;hem for 
their ipitial employment. 

The VOE gr^aduates were rated by their present eir?>lcyers on a four- 
point scale (l-excellent-; 2-good, 3-fair, and 4-poor) . Ihe average rating 
for personality traits was 1.81; for personal appearance, 1,66; and for 
skills and knowledge, 2.11. The mean rating for all personal chMacter- 
istics, skills, and knowledge was 1.90, or very good. ' 

• It was recommended that the existing VOE program at Springfield 
High School be continued and that follow-up studies be continued each 
year in order* to continuously evaluate and upgrade the program* It was 
also recommended that the currently enrolled VOE students participate in 
conducting these surveys . 
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INTRODUCTION ' 

* 

A survey of graduates of a vocational education program and of their 
employers is vital to evaluation of the program and to' the planning for 
futtire programs. 

This foXlow-up study of the Vocational Office Education program at 
Springfield High School was unde£i:aken for the purpose of evaluating the * 
present program and using the informatiqp gained to 'improve the future 
program. 

STATEMENT OF PROBLEM 

Does 'the present business and vocational office oSucation curriculmrt 
at Springfield High School provide the graduate with the education and . 
skills training that will enable her to secure initial employment, to be- 
come a well-adjusted and productive citizen, and to advance JLn the cl^osen 
vocation? ' • 

The aim of this follow-up study was to determine if and to what ex- 
tent the knowledges, skills, aAd attitudes presently taught were utilized 
by recent gradiicites on the job and to pinpoint weaknesses and deficien- 
cie's exhibited by these former students. Hopefully, the findings of this 
/ study will strengthen the office education program at Springfield High 
School. 



RATICX^ALE 

V , ' • ^ 

The business department at Springfield High School is continuously 
striving to design a curriculum which will adequately meet the vocational 
needs of its students and the enplcyment needs of the community, Recently , 
courses have been added and ciirriculuun changes have been effected. How- 
ever, there, existed the need for objectively examining the <:urjent curric- 
ulum to determine if additional changes were warranted • * ' 

Fourteen girls were sciheduled in a' three-hour Office Practice block 
and twenty-five girls were enrolled in a one-hour Typewriting II class in 
the school year i969-1970. In 1970-1971, two three-hour Of f ice. Practice 
blockp were ^scheduled with the hope that a Vocational Office Education 
program would be approved by the Tennessee Department of Education. The 
program was approved in March 0^1971, cuid presently consists of two 
three-hour blocks; one combination stenographic clerical and clerical 
block. ' • . ^ 

Although there is not a funded j\mior program at -Springfield High 




School, Shorthand I and Business English ^re scheduled "con^pcutively in^^ 
an effort to coordinate instructional activities. It is hoped that the 
junior program Vi 11 be initiated and- apprwed in the future. 



OBJECTIVES . 
Uie objectives of this study were: 

r 

1. To survey Springfield High School Vocational Office Educa- 
tion gi^duates* of 1970/ 1971, 1972, and 1973 for the 
purpose of dtetermining tasks performed on their jobs, skills 
and knowledge^ reqUirelL and education and training needed. 

2. To survey employers of the graduates for the purpose of 
identifyl.ng weaknesses and deficiencies in ^ills, knowl- 

. edges, and attitudes. *" » _ 



3. To evaluate the utilization of Vocational Office Education 
training received at Springfield. High School. 

4. To evaluate findings of the project and to make recommenda- 
tions for consideration when planning the future office 
education curriculum. 

METHODOLOGY ^ 
A \etter eacplaining the study was sent to each of the 106 graduates 
of the VOE program. (Af^endix A) The graduate was requested to con5)lete 
a questionnaire. (Appendix B) A follow-up. phone call was made, or a 
letter wap sent to the graduate who did not respond within 'four weeks. 
(Appendix C) Additional follow.-up' contacts, usually by phone, were made 
if necessary* The graduates were not surprised to receive these letters 
and questioryiaires because follow-up studies were discussed^with them 
when they were in school. Eighty-five graduates, or 80 percent, com- 
pleted the questionnaires. 

A letter (i^pendix D) explaining the study and requesting the com- 
pletion of a questionnaire (Appendixes) was sent to each employer of 
the responding graduate who was currently Employed in office work. The , 
questionnaire was personally delivered by 'the follow-up sta^f member to 
most of the 51 employers in the Robertson County and Metropolitan Nash- 
ville area. Fewer than 8 percent of the questionnaires we're n\ailed. 

The employer answered the questionnaire during arr interview with 
the follow-up staff member or returned it by mail. Follow-up visits and 

phone calls were jnade if the questionnaire was not returnfe within three 

< ♦ • 

weeks. Forty-two employers, or 82 percent, retiimed usable question- 
naires. 

One follow-up staff member (a local lady with former office work 

^ 

experience) was hired for the project. The 1972-73 and 1973-74 VOE . 



students; did the jtyping and duplicating of letters and questionnaires ^ 
Msisted with Baling and phone contacts, and other clerical work. 



INTERPRETATION OF DATA 

i 

Graduates^- ^sponses ' 

* \. 

Eighty-five graduates, or, 80 percent, completed the questionnaire* 
7U.1 of the graduates were females. They were asked to indicate their pres^ 
ent status by Ql}ecking if they were permanently en^loyed, temporarily 
enroloyed, ^^^ixi^ employment # not interested in enployment, or attending 
school. If.,epployed, the graduates were asked to indicate their job 
titles and descriptions; a]\d if attending school, their majors. The ..re- 
sponses we3^e: 

Present Status 

\ 

Permanently employed in office work 

% 

Not intenj^sted in emplcyioent 
Penhanehtiy employed i^' non-office work 
Attending school : 1 

' 

Business major ( . 
O^er major 

SeekifJtg employment J 6 7.06 i 

Tcxliai f .85 100.00 

i^f or 60 perbent of the graduates who responded wl^re cur- 



t 

rently|^^<(^jred in offic^6work related to their VOE training. Only eight, 
or*9^ percent, of 'those responding wfere en^loyed in work not directly related 
to their officfe education training. Severn,, or 8 percent, were attending 
college with five/ or 6 percent, majoring ^n business; and two, or 2 per- 

cent^ pursuing other college majors. Three of the college students stated 

, . ' f ▼ • . • 

that they were ^loydd in part-time offib^ jobs and had worked during 



Nvunber 


Percent 


51 


60.01 


13 


15.29 


8 


• . 9.41 


5 


5.88 


• 2 


2.35 


6 


7.06 



their entire post-secondary training. Six, or 7 percent, of the graduates 
were seeking employment; anfi thirteen, or 15 percent, indicated that they 
were not interested in en¥)loyinent at the present time^ Five of those not 
interested in employment had previously held office ^jobs for an average 
of 1.65 years; The chief reasons given for not being interested in employ 
ment w^re marriage and pregnancy. 

Responses by the 51 graduates who were currently enployed in office 
work to the question, "Did the husine^ss and VOE training you received in 



high school adequately prepare you for your first job?*', were: 

Responses Ji^tnnber Percent 

Yes • 37* '72 

- - « ' 

No - 6 • 12 - ' 

Somewhat '4 8 . ' 

No Response 8 ' , 

^ ' Total 51 100 

Thirty-seven, or 72 percent, stated that the VOE training adequately 
prepared them for their first jobs. Six, or 12 .percent, indicated that 
the training'did not adequately prepare. them for initial employment. Fourj 
or 8 percent, indicated that the training pcurtially prepared them for 
employment. 

When asked, "Did your VOE training prepare you, for 'your - en^loyraent 

tests?'*, the answers given by the 51 graduates' were : 

Responses Number Percent 

> Yes * 32 * '62 

Did not take test* 

--interview only 11 22 

Somewhat 3 6 



Responses ' ^ 
, No ■ . ... ■ ' 
No " Response 
Total 



Nuinber 
2 

■ 

' 51 • 



' Percent : t^'i^v 



100 



ahi;rty-tvioV o)p 62 percent, of* the graduates indicated that, .the train- 
ing^ prepared thenr?or\ their employpient 'tests. Only two ^H^JH 
that the training did' not prepare them. * Thrq^^, or 6 perce^^indicated 
that th^y were^omfewhat prepared. However, feleven graduates, or 22 per- 
cent, did not take lemplbymekt tests but were hired based on interviews 
only,. * " 



>^^8bs' 



ntoe graduates were asJced to dbsqribe their employment tests. Uiey 

^ . -\ • 

Vindicated that the following types of employment test? were *takej:i: 



Types -of Tests , 
Written Clerical Tests 
. Typewriting.: 

5-Minute Straight Copy 
^ Statistical Copy 
* 10-Minute Straight Copy 
, Rough -bra ft popy 
Shorthand Dictation: 
. 80 WPM^ 

90 WPM 
100 WPM,^ 
^ Speed Itet indicated 
Did not Lake employment test 
No Response 



Number 
.27 

' 27 
21 

2 
2 
1 

'11 . : 
4 • 



Percent 



53 



53 
41 
27 

18 \ 



12 
4 
4 
2 
22 
,•8 



Vs.- • 



.The mo^t frequently encountered tests were written clerical,, five- 
njjpute-straigl^ copy typing, statistical copy typing,' ten-minute straight, 
copy typ^MWythand dictation, and rough -draft copy typing. . - ' 
' ' 'Si;c,^ 12 percent, bf the graduates indicated m&t shorthand dicta- 
tion speeds were at 80 WPM; two each indicated tests" at 90 WPM and 100 WPM 
Eleven, or 22 percent, of the girls stated that they did not take a formal 
employment test. The graduates offered tliree suggestions for better pre- 
paring future students for employment tea^ They were to take practice 
or sample tests and stress vocabulary and spelling-. ' - ^ 

Hie graduates who had held one or more positions were asked to indl- 
cate how long they had been employed in their present,- prior, and previous 
positions. Their responses were; 



H 



' Months 


Present 


- P*rior 


Previous 


' Employed 


Position 


Position 


Position 




(Number) 


(Number) 


(Number) 


"1- 6 


■ 11 


8 


4 


7-12 


19 


5 




13-18 . 


7 


1 


1 


, 19^24 


9 






25-30 


2 * 






31-36 . 


2 






37-42 
k 


1 






The graduates 


.^:e asked to 


list major tasks performed on present 



and prior jobs. They responded as "follows 



Tasks- Pjsrformed 
Piling 

H 

' Bookkeeping 
' Telephoning 

Mailing and Mail " ^ 

Receptionist Emties 

Processing Insurance 
Forms 

Correspondence 

. Taking Dictation 

Preparing Payroll * 

Billing - 

Copying (Xerox, etc J ^ 

Key Punching 

Using Adding Machine 

Preparing Bank Deposits 

Calculating ^ > 

Processing Punch' Cards 

Everything— -"Girl Friday" 

Figuring Pre^ums for 
Insurance Policies 

^ General Office Work 

Filling Out Reports 

Transcribing From Machine 



Present Jobs 
(Number) (Percent) 



18 
16 
13 
9 
8 
7 

7 
4 
4 
. 4 
3 
3 
3 
2 
2 



2 

2 



35 
31 
25 
18 
16 
14* 

14 
8 
8 
8 
6 
6 
6 
•4 
4 



4 
\ 

4 



Prior Jobs 
(Number) (Percent) 

8 - 16 



8 
3 
5 
7 
4 



2 

3 



1 

2 
2 
1 



^16 
6 
10 
14 
8 



4 
6 



2 
4 
4 
2 



2 
3 



4 
6 



. Filinfe^ typing, and bookkeeping ver.e listed as tasks most frequently 
performed on iJiirrenf Jobs* Other tasks mentioned by the girls were issu-' 

ing checks, using IBM Camera, running proving machine, receiving money, 

> 

ordering, preparing monthly statements, proofreading, checking up at end 

of day, scanning orders, maintaining meill order files, performing lab wo^k, 

working cash register, and receiving orders. _ * . 

The following respofases were given by the VOE graduates to the.ques- 

tioiv, • **Have you received a promotion* within the past year?": . 

Respojises Number Percent 

Yes ^21 ^ 53 

No ^ ' ' 13 ^ ^ 25 

Raise but ** 

no promotion 1 . * i . 2 

' t • . ' • ' - * 

No Responses 10 20 ^ 

. . Total 51 • 100 

Twenty-sev^, br 53 percent, of the' graduates indicated that they had 

received a promotion within the past year. Thirt^n, or 25 percent, stated 

that t^ey had, not received a promotion within the pa^t 5rear» One graduate 

had received a raise, but not a promotion. 

The graduates were asked to indicate in Itoa 6 of the questionnaire 




the ijKichihes tb^ used in their present ^obs. They were also askted to 
state whether the mekchinea wer^e used "frequeiitly" or "sometimes". Their 
responses were: ' ^ 



Machines 
« 

Copying Machine 
Typewriter 



, ♦ Sometimes ^ Extent of Use 
Frequently Used Used Not In<jticated 

Nuiaber Percent Number Percent NumberV Perceht 



30 
28 



Ten-Key Adding Machine 20 



Full-Key Adding Machine 8 



Electafonic Calculator 
vithout tape 

. Transcriber . ^ 

. Fluid Duplicator - 

Rotary Calculator 

Stencil Duplicator 

Printing Calculator 



6- 

6 

4 

3 

3 

2 



Electronic Calculator 
with tape 



58 
55 
39 

16 

J* 

^2 

12 
« 
6 
6 
4 

i 

2 



2 
5 

6' 
6 

7 
1 
3 

1 
1 



4 y 
10 

12- 
12 . 

14 
2 
- 6 



.2 
4 



1 
1 



2 
2 



8 



Responses showed that the most frequently usea machines were the 
copying machine^ typewriter, and the 10-Key adding machine. 

■in answer to the question, "Which machines In Item 6 should not be 
taught in VOE?", the graduates replied as follov/s: 



Machifae^ 

Rotary Calculator* . 
Fluid Duplicator ^ 
Stencil Duplicator 
Full-Key Adding Machine 
Ih Response 



^Should Not ^e Taught 



Number 


Percent 


9 


18 


6 


12 


4 


8 


2 


4 


26 


51 



rTwenty-six graduates, or 51 percent, :^id not list a machine which 

should not be taught. Probably Uiey felt that all machines should be 
* 

.taught in a VOE program. However, only six wrote in that all of the 

10 



machines should be taught* The. rotary calculator and $Iuid duplicator were 

the maW^es most .frequently mentioned as t^bse that should not be taught** 

V/hea asked, ""Which machines not; listed in 'Item 6 should .be added to 

VOE?"/ thirty-seven, or 73 percent, of the graduates did not indicate any 
\ 

machine. Three graduates, or 6 percent, wrote in Key Punch* 

The skills and knowledges required and degree used by the graduates 

on their present ^5^s were: / ' 

' Frequently Sometimes Extent of Use , 

Skills and Knowledges Used UsQd Not- Indicated ^ 

Number Percent liumber P ercent Number Percent 

8 3,6 

12 3 6 

12 ^, 10 

16 " . 5 10 

16 4 8 

22 ^ 3 6 

'12' 2 4 

4 3 6 

12 ' 1 ■ 2 

8 2 4 

6 

2 12 

' Filing, saailing, telephone techniques/ mathematics, receptionist 
techniques, and business letters were the most frequently used skills and 
knowledges indicated by the graduates. * 

In response to the question, "Which skills and knowledges listed 
(presently taught) should not be included in vbE instruction?", the 
graduates responded as follows; . \ 

11 - . 



f 

Filing 


30 


59 


4 


Mailing^ 


27 


1 * 

B3 


6 


Telephone Techniques 


27 


53 


7 


Math^atics 


25 


49 


8 


Receptionist Techniques 


19 


37 


8 


Business Letters 


la 


35 


11 


Business English 


16 


31 


6 ' 


Bopkk^eping 

i 


11 


22 


2 


Compodl^ng Letters 


11 


. 22 


6< 


Banking 


10 


20 


-. 4 


Tedcing fi?ictation 
Tr^m^cribing From Machine 


9 

3 * 


18 
6 


1 



* Responses ^ Number Percent 

Bookkeeping. / . • 1 2 - . 

Filing / i 2 

No Response L 38 75 

Only one^raduate stat^ that bopkkeeping should not be taught and 

No othei: skills and knowlr 



one stated that^ filing shou^dy not be ta.ught. No'othei: 

edges were mentioned. Thirty-eight, or 75 percent, did not write in 

skills and knowledges which s^itould not be taught. Probably, they felt 

. that all the skills amd 'knowledges should be included in a VOE program. 

In response to, "VThich^^^^ills and knowledges should be added?", they 

responded: ^ ' 

Responses Number Percent 

No Response or Nothing . 
Written In ' 40 - «78 C 

Nothing ' - 3 . 6 • 

Forty, or 78 percent, of the graduates did not indicate the need^for , 

addition of othar skills amd knowledges to the existing VOE program. Three 

wrote in "Nothing," and the following were mentioned only one time each: 

Accuracy, how to meet the public, key punch and data processing, more Eng- 
^ . ' . • * ' 

lish and spelling, patience, .and use of the cash drawer. 

Twenty-six, or 51 percent, of the graduates made suggestions for 
improving the VOE program. Most frequently mentioned' suggestions were 
gr^^ater stress on sliorthand -and study mbre Business English^ 
^ When asked, "What advice do you give to future VOE students?", approxi- 

mately 50 percent of than replied that they wotdd tell the future 'vOE . 
classes to study, work hard, and take every advantage of the training 
offered. Among admonitions frequently mentioned werfe: Take all of 



the business courses $nd VOE posgjbble, especially Business English 
O 12 

ERIC • 
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and Shorthand ^- work on developing sjcills to a high degree of prdficiency; 

and that accuracy in work is 'important. Advice frequentiy*-givJi to futuire 

" . ' • - » It ' ■ ^ , 
*• . fi 

graduates on the Job would be to get along well with people, r|gpect'su- 

*Ns • . * ! 

pervision and authority, take the job seriously, and do your cest. 

in answer to the. question, "What advice do 'you give to -nature VOB 

teachers?", thp most frequent replies of the graduates ^wer^ ^ / 

1. -Stress the importance of personality^' business behavior, 
human relations, and respect for supervision and, authority, [ 

2. English, including composing letters, is important. ' 

y\ students should take their classwork ^seriously. ^ 

4. ^e classroom should be. as "businesslike", and as muph like 
an actual office as possible*^ ^ * . 

. Employers' Responses ' * ' \ 

The' 42 enployers were asked to indicate tKe number pf office onploy-, 
ees in the' firms where the graduates^presently worked.' Their replies were: 
Empioyees ^ Wunlber Percent 

'Fewer thai;i 4_ " t ; / 7 17 

' 5-10 7' . i7 . . * 

' 11 Or more ^ 25 '59 

No Response 3 7' 

Total ^ " ^ . 42 100 ' ^ 

The data, showed th^t more than half the graduates* were employed by 
firms with' 11 or more office employees • Seven graduates, or 17 percent, 
worked for finlis using from 5 to 10 office employees; and seven, or 17 
percent, were with firms w^io employed fewer than 4 office employees. 

The employers were asked to indicate the job titles of the gradu- 
ates working for their firms. They responded as follows: ^ 
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General Job 

« 

Classification 
Clerical : 



Secretarial- 
Stenographicr 



Data Processing: 

Other: • 

No Response: 
Total 



Specific Job Title 

Audit cferk 
Clerk (2)* 
Cashier or Clerk • 
CleoOc-Typist (3) 
Mail .Clerk * 
Order Coding Clerk ' • 
Payroll Clerk 
Production Clerk 
Receptionist and Dental 

Assistant (2) 
Record Clerk 
Special Clerk 
Tremscriber 
Typist (4) 

Typist and Accounts Receivable 
Bookkeeper 



Bookkeeper-Secretary 
Collection Secretary (2) 
Operating auid Bookkeeping 

Secretary 
Secretary (3) 
Secretary I 
Secretary I-S 
stenographer;^ I-S (2) 
•stenographer. Assistant Bkkpr., 

Manager, an^ Account^t 

Data Entry Operator 
Data 'Entry Specialist 
Data Processing Specialist 

Claims Specialist 
Reinstatement Specialist 
Letter Writer 



Nuniber Percent 



21 



•12 



42 



50 



29 



7. 



100 



♦ Indicates the number of graduates with this specific job title. 

Clerical cuid Secretarial-Stenographic job titles were those most 

frequently specified by the employes. 

Bach employer or supervisor of the graduate was asked *to eveiluate th^ 

quality* of the personality traits, knowledges, and skill'ia evidenced by 
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rating the trait, skill, or knowledge on a four-point rating scale. (1-Ex- 
cellent, 2-Good, 3^Fair, 4-Poor) ^ ' ^ ^ \ 

Ihe 42 employers gave a mean rating to the personality traits of the 
.graduates of 1.81; to personal appearance, il^d to skills, 2.11. ' The 

average mean rating for all charac tier i sties and skillsVras 1*90. Tables I, ^ 
11, and III on pages 16, 17, and 18 show the nujnber of dmploy^rs who rated 
the .personality traits, personal appearance, and skills excellent, good, 
fair, £uid poor. ' • * • ' 

In order to determine ,the strengths and weaJcnesses of the graduates, 
the ©Dployers were asked to indicate .weaknesses*,.exhibited on the job, areas 

in which they felt that the employee had been inadequately tretined, and 

J" 

areas in which they felt thal^ the tradning was adequate, linmatuxit^ in^* 

r 

deeding with people and a lack of interest and motivation were among the 
weaknesses indicated. Areas mentioned in ^ich the employer indicated that 
training was inadequate were again in the areas of self -motivation cind 
attitude.* However, there was no well defined pattern in these responses. 
Areas "in v^ich several enployers felt that the graduate had received ade- 
quate training included typ^r^ting axid general ^business training. ^ 

Vflien asked, "What do you suggest in the way of education and training 

that will prepare future graduates for job responsibilities and promotions?", 

• § 

the employers responded in no distinct pattern. Some suggestions were 
stress initiative and responsibility, emphasize the importance of taking 
the job seriously^ stress the importamce of continuous learning, public 
contact, courtesy, business etiquette, amd poise. 

Mien the employers were asked to check ctreas in which the graduates 
should have had additional training, eleven, or 2^ pertent, checked busi- 
ness mathematics; seven, or 16 percent, checked bookkeeping) seven, or 
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-16 percent, checked machine transcription? and seven, or 16 percent, 
checked^, s&^rthand. Other areas also mentioned were business English 
and public relations. 

Ad^e offered by the employers to ' future VOE graduates was to de- 
velop a pleasing personality, be able to get along with people, develop . 
a good attitude' toward work, -and take work seriously. Advice offered b^ 

•the isnployers to future VDE teachers included keep up to' date with the 
ever-changing office employee qualifications, keep up to*date with trends 
in the business world, stress that the student Should apply herself to, 
the best of her ability, and assist iiv developing in the graduate a pleas- 
ing personality. Among other comments, were those indicating that more 
research 6f this type should be helpful. 
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CON 




After a careful examination of the results, the following conclusions 
vere made: 

* ♦ 

1. mhe Vocational Office Education training received at* Springfield 

■4 ' » ' 

t ^ 

Slgji School was currently being directly utilized by approximately 
r 60 percent of the graduates. 
02. A D&jorlty of the graduates attending collejge were majoring in 

I fields related to their high schcrol VOE training, 
3* G^erally, according to the VOl^' graduates.^aAd employers, cduca- 
. t;lon and training for the specific t^ks, skills, and knowledges ^ 
needed by the graduates on theit jobs are presjmtly incorporated 
J into the VOE program-at Springfield High School and their train-' 

^ Ing seems to be adequate. 

4. More, than half of the VOE graduates, had received a job promotion 

. In the p6st year. ' « 
5^ Mpst frequently used machines by the graduates were typewrlt:er8« 

copying machines, and lO-key adding machines^ Most frequently 

* * 

used skills and knowledges were filing, mailing, telephone tech- 
. , niques, malAeoatics , receptionist techniques, and business letfcra. 
'6. The graduates suggested that future VoE students receive more 
trainlng^ln busiiae^Eafelish,^ Shorthand, vocabulary, business 
^ , behavlcft, and Ifiuman relations. . ^ ^ 

. 7. Employers rated the overall jbb performance of the graduates as ^ * . 
very: good. ^ W 

8. More than hatf of the graduates were employed by firms with ^ 
. eleven or more office ecqiloye.iS. 



Employers rated the graduates high on dependability, friendliness, 
courtesy r personal health, and personal grooming • They rated them 
low on tactfulness, emotional security, industriousness, shorthand 
ability, vocabuleoiy, auid business English. 

Advice offered to future VOE teachers by the employers emphasized 
keeping up-to-date on everchanging qualifications for office employ 
ment and trends in the business world, ^ 



RECOMMENDATIONS , , 

After careful review of all compiled data> it was recommended that: 
!• The Vocational Office Education program at Springfield High 
School should be continued « 

2. Follow-^p of the graduates should be conducted each year in 
order to continuously evaluate and upgrade the program. Cur- 
rently enrolled VOE students should participate in conducting 
future follow-up studies, C 

3. The lines of communication with the business comnunity and 
fortaer students which were established through this study 
should be ccutiifued and e^anded, 

4. More e1I^>hasis should be placed on preparing VOE studeiy:s for. 
employment interviews # 

5# Students should be encouraged to develop .shorthand skill to 
a higher degree of proficiency, 

6, Instructional time presently devoted to fluid duplicating 
should be evaluated. Approximately a third of the graduates 
felt that the fluid duplicator and the rotary calculator 
should not be taught in ^ VOE program, (The rotary calculator 
is not taught in the curr^t VO^ program.) * 

7, The amount of teaching time devoted- to filings mailing^ telephone 
techniqties; and business letters should be Increaaed^. 

8« VOE students should receive more training in. interpersonal 
relations, ^ No doubt, in the future, mori graduates will ta 
employed by firms with an office team of eleven or more employees 



The teachers of VOE at Springfield High School should determin^ 
and utilize the most effective means of keeping up-to-date with 
qualifications for office employment and trends in the business 
world.. \ ^ 
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(APPEN'piX^A) 

Springfield high school 



JOE L. UORniS. PRII^iPAL 
FIFTH AVENUE VVEST 
SPRINGFIELD* TENNESSEE 37172 



We need your help. In order to meet the needs of present and future Voca- 
tional Office Education students , we are conducting a survey of graduates 
from our VOE program. We believe that the information you can give us 
regarding your use or non'-use on^the Job of skills and knowledges empha- 
sized in your VOE training in high school^will be invaluable to us as we 
consider changes to be made in our curriculum. 
<, 

If we are teaching skills and .knowledges which are not used on the job by 
our graduates, we wish to delete them from our curriculum. If we are fall- 
ing to include skiUs and khowledg^ which you and future graduates need 
on the Job, we want to add them.^ • ■ ' 

Will you please fill out the en.clbised questionnaire and return it in the self- 
addressed, stamped envelope. If you have questions concerning this sur- 
vey, call Mrs. Hemy at 384n369r5. 

We know that you are interested in helping us to provide the mosjt mean- 
ingful high school experiences for our students. We shall appreciate very 
much^^jBar interest and help in this survey. 




Sincerely, 



o 



•Mrs,. Rosq Arine Henry 
Project Director 
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(APPENDIX B) 
FOLLOif-UP STUDT OF VOCATIONAL CFPICE EDUCATION 

SPftDfGFIELD HIQI SCHOOL 
SPRINCyiELD^ TENHBSSEE 

Ham e ' . Harrie d . Y e a Kb' 

First' Maiden Last 

Husband's Nam e 

Addres s 

House No» Street City State Zip. 

Phon e ; ' * 

Please indicate your present status by checking the appropriate item* 

A ttending sclibol Major . - 



Where attending school 



_PenaanentiJr emplpyed , Tecnporarily eznployed 

^Seeking employment Not interested in employment 



1. Did the tuaiiiess and Vocational Office Education training you received 
in high school adequately prepare you for your first job? 

^Yqs ^ N o 

2. Did your VQE training prepare you for yoxir empLoyroent tests? Yes ^ jto 

If not, please list suggestions for better preparing future graduates 
for these tests. 



3» Please check thp appropriate blanks to describe your employment tests. 

5-^minute strai^t copy typevfriting test 

10-minute straight copy typewriting test 

Statistical copy (numbers)^ 
^^^^^ Itoug^i-draft copy , ^ 

. Shorthand dictation at words a minute 

• Written clerical tests 

^^^^^^^ Other (Describe) ^ ' 



Suggestions for improvement of VQE at Springfield Hi^ School; ^ . 

1. Please list suggestions for improving the VOE program as you reroeni^r it 
at Springfield High School, Use the back of this form if additional 
space is needed, (What shpuld be eliminat^i, added, emphasized, etc#) 

2. What advice do you give to futiire VOE students? 
3« What advice do you give to future VOE teachers? 

4* Other Comments: 

: ■ ■ 26 
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(APPENDIX C) 



A few weeks ago we mailed you a questionnaire requesting information to 

be used In planning our future VOE curriculutn. Since we have not heard 

from you, w^e assume that the questionnaire was misplaced or that you have » 



apix^eclate your completing and returning it as Bqon as possible because 
we feel that the Information you are able to gfye us is very Important to 
our future curriculum planning, ^ ' - 

Thank you for your attention to this matter. Call me at 384*3695 if you 
have questions • 




Sincerely, 



Mrs. Rosa Anne Henry 
Project Director 
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We are in the process of conducting a follow-up study of our Vocational Office 
Education graduates for the purpose of formulating recommendations to be con- 
sidered in future curriculum planning. Our aim is to offer a curriculum which 
will meet the vocational needs of our students and the employment needs of the 
community. 

K we are teaching skills, knowledges, and attitudes that are not utilized on ^ 
ttie Job by our graduates , we wish to delete them from our program. If we are 
faUing to emphasize skills, knowledges, and attitudes that are needed, we 
wish to add them. You, the employer of these graduates, can provide us with 
invaluable infoimation regarding areas of weakness and deficiency in training. 

We are asking you to participate in this study by completing a questionnaire 
which deals with the performance of our graduates in your employ and with 
your office employment needs. The information you give will be tabulated and 
summarized, but no identity of employees or employers will be made. 

Within a few days, you will receive the questionnaire in the mail or a member 
of our follow-up staff will call on you to deliver It* We know that you are In-, 
tei^ested In.helplhg us provide the most meaningful experiences for our students. 
Your Interest and help will be very much. apj^ecla ted. 

^ Sincerely , 



4. ^^^^^^ *^_^ 



Mrs. Rosa Anne Henry 
Project Director 
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oe L. Morris, Principal 



W. H. Howse, Superintenaent 
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(APPENDIX E) 



OF VOCATIONAL OmCE EDOCATION GRADUATES 
SEiRINGFIELD HIGH SCHOOL 
SPMHOFTBLT), WSSSSSEQ 



EHPUOYMENT IH^OHMATION 



Name . of 




te 



Address of Qradorte 
Firm 



y^j: , Mame 



Address 



Number of office employees at above address of firm (Please check below) 
Fewer 'than k'S^ 5 to 10 11 or more 



Present job title of above graduate 
Departmen t - 



Bated by 



Name 



II. EVALUATION OF PERSONALITI TRAITS, SKILLS, AND KNOWI£DGE 



ERIC 



^jase rate the quality of the personality traits , knowledge, and 
*^ill6 evidence^ by the above graduate by circling 1 for excellent, 2 
for go<ia7 3 fo:^'fair, and h for poor. Example: If the trait is good, 
circle 103^!». 

k. ^peesona;^ tkaits 

1 2 5 if^JIs friendly, courteous*, and considerate" of others. 
12 3 A^1)dLsplays tact and emotienal. stability. 
'l 2 3 4 Is industrious; looks for things to learn and do. ^ 
1 Z^fbklB dependable. 

1 2 3 4 la never tardy except for emergencies.* 

1 2 3^4 never absent exc$pt.for an unavoidable emergency. 

12^4 Profits by suggestions and constructive criticism and 
V ekaiiges work habits. 

1 2 Respects supervision. • 
B. PEESOKAL APPEARANCE 

1 2 3 'f Is well groomed in Jippearance. 

1 2 5 ess is appropriate. 

12 3 make-UR -ia jLttractive. 

32 •• 



.1 2 3 'f Appears to be in good health. 
12 3^ Voice is pleasing. 

^ Z 3 k Weight is normal (not excessively overweight or underweight). 

C. SKILLS . / 
1 2 3 ^ Is accurate v;ith work; seldom makes errors • 
12 3^ Typewriting ability. 
1 2 ;3 ^ Mathematical computations • ^ 

1 2 3 h Spelling. | 
12 3^ Punctuation. 

12 3^ Vocabulai^. " • 

12 3^ Business English in general; 
12 3^ Bookkeeping knowledge and understandings. 
12 3^ Taking sh^thand dictation. 
12 3^ Transcribing machine operation. 
12 3^ Operating adding machines and calculators* 
1 .2 3 ^ Operating duplicating machines. 
12 3^ Telephone tectoiques. 

12 3 ^.Verbal communication. ^ / 

12 3^ Filing. - 

D. 'strengths and weaknesses 

What weaknesses in performance are eachibited by the graduate? 




In what areas do you feel that the employee has been adequately 
educated and trained? ^ ■ 



In what areas do you feel that the employee hafe been inadequately 
educated pnd trained?^ ■— 
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SUGQBBTIOKS It3R FUTURE VOE EBOGEAMS 



\ifhat do ycu suggest in the way of education and training that will 
'prepare future graduates for job responsibilities and promotion 



Should, 'the graduate have had additional training in the following? 
.ShortH ^" " ^chine. transoriptio n Bookkeeping^ 
BusineBB mathematica ^ Qthix^ . 



What advice do you offer to future VOE "graduates? 



What advice do you offer to, future VOE teachers?' 



Other ccffiments: 



